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How  Many  Therbligs  Can  You  Save? 


What  is  a  therblig?  It  is  a  unit  of  motion  in  doing  our  work.  The 
term  stems  from  "Gilbreth"  spelled  backwards — Dr.  Gilbreth  was 
one  of  the  first  time-and-motion-study  experts.  Therbligs  play  an 
important  part  in  motion  economy  and  work  simplification. 


"Motion  economy  means  doing  things  simpler,  not  faster,"  Dr. 
Helen  H.  Green,  professor.  Department  of  Business  Service,  Michi¬ 
gan  State  University,  told  1,000  office  women  in  a  recent  talk. 


How  can  you  apply  this  principle  to  your  job?  Dr.  Green's  first 
suggestion  was  to  determine  your  main  working  area:  Put  your 
elbows  on  your  desk,  then  describe  a  semicircle  with  each  hand. 
That  span  is  your  working  area.  Next,  put  your  arms  out  straight 
from  your  shoulders  and  make  another  semicircle  with  your  hands. 
That  space  is  your  secondary  working  area.  Put  the  papers  and 
objects  you  use  most  in  your  main  working  space.  Things  you 
need  occasionally  can  be  placed  in  the  secondary  area,  where 
they  are  within  reach,  but  not  in  the  way. 


Analyzing  your  work  is  the  second  step.  Dr.  Green  advocated, 
"Keep  track  of  how  many  motions  a  job  takes.  Eliminate  useless 
motions,  simplify  tasks,  change  their  seguence,  or  combine  jobs." 


The  third  point  is  to  "Set  a  pattern  for  repetitive  tasks,  since  selec¬ 
tion  (of  working  method)  takes  time.  Once  you  have  found  the 
simplest  way  to  do  a  job,  stick  to  it  until  it  becomes  automatic.  Some 
years  ago,  bricklayers  reduced  the  laying  of  each  brick  from  18 
motions  to  five.  This  tripled  their  production  and  their  earnings. 


"Where  possible,"  Dr.  Green  continued,  "eliminate  distances." 
A  good  example  involved  filing.  One  office  woman  had  to  work 
with  transfer  files,  which  were  put  on  the  floor  near  her  desk.  By 
putting  the  files  on  a  chair,  she  brought  them  up  to  arm  level  and 
saved  a  great  deal  of  reaching  and  stooping.  The  reduction  in 
working  time  and  fatigue  was  amazing. 


If  you  can  reduce  the  lost  motion  in  doing  your  job.  Dr.  Green 
concluded,  you'll  be  able  to  "save  your  time  and  energy  for  more 
important  things."  And,  after  all,  that's  what  counts. 


*(or  thereabouts!) 
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a  record  of  copy  ordered  for  packers  and  car- 


If  labels  or  inserts  are  not  available,  or  if  a  label 
with  new  copy  is  needed,  Veta  sees  that  the  correct 
labels  and  inserts  are  ordered  from  the  Printing  De¬ 
partment.  The  labels  are  sent  from  Printing  to  the 
appropriate  packaging  line. 

In  addition,  Veta  receives  a  copy  of  each  printing, 
which  she  proofreads  to  be  sure  there  is  no  error  or 
printing  imperfection.  Information  on  product  use, 
expiration  date,  lot  number,  active  ingredients,  stor¬ 
age  and  dosage  directions,  and  prescription  and 
narcotics  notations  must  be  accurate. 

Says  Veta,  "On  this  job  you've  got  to  be  on  your 
toes  every  minute.  There  is  a  lot  of  detail  work.  One 
small  slip-up  could  cost  thousands  of  dollars  by  delay¬ 
ing  production  schedules.  In  the  matter  of  lifesaving 
drugs,  accuracy  and  thoroughness  are  absolute 
necessities." 

"Experience  is  also  extremely  helpful,"  said  Veta's 
supervisor,  Mr.  Tom  Fox.  "We  find  that  with  experi¬ 
ence  a  girl  becomes  familiar  with  the  wording  on 
pharmaceutical  labels  and  gets  to  know  the  company 
standards  and  specifications.  Veta's  17  years  with  the 
company,  all  of  them  in  some  aspect  of  label  work, 
have  made  her  a  valuable  asset  to  our  office." 

Veta  joined  America's  force  of  "women  who  work" 
in  1943,  when  wartime  pressures  had  U.  S.  industry 
crying  for  help.  She  intended  to  guit  work  when  post¬ 
war  pressures  eased.  But  in  1949,  when  her  husband 
died,  Veta  was  thankful  to  have  a  job,  and  she  gave 
up  all  thoughts  of  returning  to  the  role  of  full-time 
homemaker. 

She  lives  alone  in  her  own  home,  although  her 
three  sons  and  their  families  are  close  by.  Being  a 
three-time  grandmother  pleases  Veta.  Like  all  grand¬ 
mothers,  she  enjoys  doing  things  for  the  little  ones. 
Her  special  talent  is  sewing  (she  makes  most  of  her 
clothes),  and  many  of  the  grandchildren's  outfits  have 
been  made  by  her.  Veta  also  likes  to  knit,  read,  and 
work  in  her  garden. 


Office  Woman  of  the  Month — 

Veta  Leversee 

Chief  label  clerk  at  The  Upjohn  Company,  Kala¬ 
mazoo,  Michigan,  is  Mrs.  Veta  Leversee,  who  works 
in  the  Pharmaceutical  Office.  As  a  manufacturer  of 
more  than  500  ethical  pharmaceutical  products, 
Upjohn  uses  large  numbers  of  labels  for  the  vials, 
bottles,  tubes,  and  jars  that  come  off  the  packaging 
lines.  Veta  is  responsible  for  ordering  these  labels 
and  package  inserts,  checking  accuracy,  and  seeing 
that  they  are  at  the  packaging  lines  to  meet  produc¬ 
tion  schedules.  During  1959,  she  and  the  two  girls 
with  whom  she  works,  Mildred  Lawrence  and  Kate 
Sperti,  ordered  140  million  labels  and  37  million 
inserts. 

The  volume  of  work  flows  across  Veta's  desk  in  a 
well-regulated  manner.  She  receives  production  plan¬ 
ning  schedules  well  in  advance.  From  these  she 
checks  the  master  Kardex  file  that  her  group  main¬ 
tains  to  see  if  labels  and  inserts  are  available.  This 
file  contains  a  complete  record  of  Upjohn  label  and 
insert  material  (past  and  present)  and  includes  the 
following: 

...  a  sample  of  each  current  label  containing  the 
correct  copy  prepared  in  the  Pharmaceutical  Office 
and  approved  by  Medical,  Control,  and  Legal  Depart¬ 
ments  (Upjohn  has  more  than  830  product  sizes); 

...  a  sample  of  each  package  insert  with  the  ap¬ 
proved  copy; 

...  a  record  of  all  label  and  insert  orders  from 
Printing  and  a  running  total  of  material  on  hand; 


Who’s  the  Ideal  Co-Worker? 


Many  fine  entries  praising  women  bosses  poured 
in  as  a  result  of  the  third  Bulletin  contest.  (The  win¬ 
ning  letter  will  appear  next  month.)  This  suggests  a 
logical  topic  for  the  next  Bulletin  contest:  "What  is 
your  idea  of  the  ideal  co-worker?" 

If  you  could  choose  someone  to  work  with,  what 
would  she  be  like?  What  main  virtues  and  abilities 
would  she  have?  What  pet  peeves  of  yours  would 
she  avoid? 

Write  your  views  in  250  words  or  less,  typewritten, 
if  possible  (double  spaced).  Please  include  your 


mon  sense.  -  -  L.  M.  Collins,  IBM  Corporation 


name,  job  title,  company  name  and  address.  The 
deadline  is  August  1,  1960.  Each  entrant  will  receive 
a  Dartnell  booklet,  and  the  winner  will  receive  a  copy 
of  a  brand-nev/  book,  "Efficient  Techniques  for 
Remembering." 

What’s  New  in  the  Office 

Women's  Bureau  Celebrates  40  Years 

To  observe  the  40th  anniversary  of  the  Women's 
Bureau  of  the  U.  S.  Department  of  Labor,  its  director, 
Mrs.  Alice  K.  Leopold,  held  a  two-day  conference  in 
Washington,  D.  C.,  June  2-3.  First  day  was  devoted 
to  questions  asked  by  women  of  various  age  groups 
about  their  opportunities  in  business.  The  second  day 
emphasized  women's  contributions  to  national  and 
international  affairs. 

International  Source  Book 

A  new  telephone  directory  printed  in  four  lan¬ 
guages — English,  French,  German,  Spanish — lists 
almost  a  half  million  businesses  and  services  under 
5,000  categories  in  125  countries.  Write  to  Mr.  R.  A. 
Nellson,  International  Telephone  Directory,  Inc., 
Rochester,  New  York,  for  information. 

School  for  Church  Secretaries 

The  first  school  for  church  secretaries  only  will  be 
held  July  18-22,  at  The  Southern  Baptist  Theological 
Seminary  in  Louisville,  Kentucky.  Sessions  will  cover 
the  Bible,  English  composition,  secretarial  practices, 
understanding  people,  good  grooming,  poise,  etc. 
For  details  write  to  Mr.  Allen  W.  Graves,  dean  of  the 
Seminary's  School  of  Religious  Education,  2825  Lex¬ 
ington  Road,  Louisville  6,  Kentucky. 

Flag  Facts  for  Everyone 

With  Independence  Day  coming  up,  a  new  booklet, 
"You  and  Your  Flag,"  is  especially  timely.  The  book¬ 
let  tells  how  the  national  emblem  of  the  U.  S.  devel¬ 
oped  and  was  adopted  by  Congress;  how  the  flag 
should  be  flown,  saluted,  carried,  and  hung.  For  a 
copy  send  25  cents  to  Channing  L.  Bete  Co.,  Inc., 
Greenfield,  Massachusetts. 

Direct  Line  to  the  Grapevine 

General  Electric's  Power  Transformer  Department, 
Pittsfield,  Massachusetts,  has  a  new  information  serv¬ 
ice  for  management  men.  When  executives  want  to 
know  what's  going  on,  they  pick  up  a  phone,  dial  a 
number,  and  hear  a  recorded  summary  of  the  latest 
news  and  policy  announcements  regarding  their 
departments.  The  taped  messages  are  constantly 
revised  to  keep  up  with  developments. 


Pocket  Guides  for  Travelers 

The  U.  S.  Government  Printing  Office,  Washington 
25,  D.  C.,  has  published  15  compact  guides  in  its 
Foreign  Lands  Series  No.  2.  You  can  learn  about  the 
people,  customs,  history,  government,  geography, 
language,  and  places  to  see  in  these  countries; 
France;  Germany;  Great  Britain;  Greece;  Greenland, 
Iceland,  and  Newfoundland;  Italy;  Japan;  Mexico  and 
South  America;  the  Middle  East;  the  Netherlands, 
Belgium,  and  Luxembourg;  the  Philippines;  Spain; 
Taiwan  (Formosa);  Turkey.  Complete  set,  including 
"Anywhere,"  a  booklet  for  the  "unofficial  ambassa¬ 
dor"  to  any  foreign  land,  costs  $5.  Booklets  range 
from  20  to  50  cents. 


There’s  One  in  Every  Office 


The  Gal  With  Telephonitis 


A  reader,  Louise  B.,  has  called  attention  to  a  type 
that  exists  in  many  offices: 

"May  I  suggest  that  you  include  some  advice  to 
the  'young  ones'  about  their  misuse  of  the  telephone 
for  long,  but  long,  personal  calls?  Personal  calls  are 
frowned  upon  in  most  offices,  but  the  'young  ones' 
continue  to  make  calls  lasting  35  to  45  minutes.  This 
ties  up  the  line,  which  often  is  used  by  several  people, 
and  the  others  have  to  fly  around  the  room  to  pick 
up  calls  on  different  extensions.  More  importantly, 
monopolizing  the  telephone  is  not  good  manners." 


The  Problem  Clinic 

Occupational  Hazard 

Because  I  have  a  problem  which  I  cannot  seem  to 
control,  I  would  like  your  advice.  I'm  short,  have 
black  hair,  brown  eyes,  and  a  fairly  good  figure.  I 
wear  the  latest  styles,  in  moderation,  and  try  to  keep 
up  with  fads  in  fashion.  I  wear  lipstick  and  eye  make¬ 
up  sparingly.  I'm  very  friendly  and  like  to  make 
friends  with  people  who  are  nice  and  polite. 

I've  never  worn  loud  clothes,  and  I  never  wear  ear¬ 
rings.  A  girl  couldn't  be  more  plain  and  look  so  loud. 

But  ever  since  I  can  remember,  I  have  been  classi¬ 
fied  as  "fast."  I  must  be  doing  something  wrong,  and 
even  though  I've  asked  many  opinions,  I  can't  under¬ 
stand  the  reason  behind  it.  I'jn  quite  mature  for  my 
age;  that  may  be  why  I  have  this  problem. 

When  I  finished  school,  my  shorthand  instructor 
warned  me  that  I  would  encounter  difficulty  at  the 
office,  because  of  my  dark  and  "daring"  features.  I 
keep  to  myself  at  work,  but  still  the  men  eye  me  up 
and  down.  This  is  annoying,  as  well  as  embarrassing. 

Any  comments  you  have  will  be  appreciated. — B.S. 

Your  problem  is  a  tough  one — it's  the  penalty  for 
being  naturally  attractive,  but  it's  not  uncommon.  A 
tall,  slender  redhead  told  me  she  has  the  same  trouble. 
Wisely,  she  realized  that  since  she  is  a  newcomer, 
she's  a  novelty  to  her  co-workers.  She  feels  that  after 
a  while,  the  interest  will  die  down.  Meanwhile,  she 
has  decided  to  be  polite  but  reserved  in  dealing  with 
the  men  in  the  office. 

Your  best  bet  is  to  cultivate  more  women  as  friends 
in  the  office.  A  girl  who  surrounds  herself  with  other 
women  is  less  likely  to  be  so  conspicuous  in  the  men's 
eyes — and  there's  safety  in  numbers.  Also,  if  the 
women  you  work  with  get  to  know  you  and  what 
you're  really  like,  the  word  will  spread. 

The  Mail  Bag 

Typing  Company  Name 

It  is  my  belief  that  it  is  proper  (optional)  to  type  the 
company  name  below  the  complimentary  close  in  a 


business  letter  and  then  leave  space  for  the  signature, 
then  type  the  signer's  name,  etc.  Is  this  correct? — D.  C. 

Typing  the  company  name  under  the  compli¬ 
mentary  close  is  optional,  depending  upon  a  firm's 
policy.  In  the  interests  of  streamlining  letters  and 
saving  typing  time,  many  companies  feel  this  is  not 
necessary,  especially  when  the  company  name  is 
printed  on  the  letterhead. 

If  you  are  making  carbon  copies  of  a  letter  to  be 
distributed  to  a  number  of  people,  you  may  want  to 
type  the  company  name  under  the  complimentary 
close  to  identify  the  source  for  them. 

"The  Art  of  Working  With  People" 

In  a  recent  Bulletin,  you  mentioned  sending  a  copy 
of  "The  Art  of  Working  With  People"  to  the  winner 
of  the  contest  on  "What  is  your  human  relations 
philosophy?"  Where  can  I  get  a  copy  of  this  book 
and  how  much  does  it  cost? — L.  G. 

"The  Art  of  Working  With  People,"  by  Edward 
Hodnett,  was  published  by  Harper  &  Brothers,  51  E. 
33rd  St.,  New  York  16,  N.  Y.  You  can  get  a  copylfrom 
the  publisher,  or  at  your  local  book  store,  for  $3.95. 

Secretaries  Association 

In  the  April  15  issue,  you  mentioned  the  National 
Secretaries  Association.  Where  can  I  get  further 
information  about  this  organization? — L.  L. 

Write  to  Miss  Gladys  Vedros,  executive  secretary. 
The  National  Secretaries  Association  (International), 
1103  Grand  Ave.,  Kansas  City  6,  Missouri.  She'll  be 
glad  to  send  you  a  brochure,  "To  Open  More  Doors," 
and  answer  your  questions  about  NSA. 

Sincerely  yours, 

Marilyn  French,  Editor 


If  you  have  a  question,  we'll  be  glad  to  answer  it. 


